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,{duy. (!:inh dao t(IO; b6i duirng nhiI giao, can b{J quCtrnif;

1.MlJC BICD VA PH~M VI A.p n\JNG
1.1. M\lc filch

Quy trinh quy dinh v~ trach nhiem va phuong phap quan ly COl'lgrae GaO t~o cho cae'1\1l1!ili

giao, eanbQ quan ly cua Truong.

-.

1.2..Pham vi

Quy trinh nay ap dung voi viec dao tao fl¢i b9',dao tao gui ben nggaiJ ~a ea@tg0 m<&ikIll 12Uu.

vl~ctai Truong.

1I. ~I,.NR NGHIA, TU VIET TAT

2.1. I);inh nghia

Theo Nghi djnh s6 18/20101NB~CPngay 0.5thang 03 naJill 2010 eua Chinn phtl v~ dap

tao, b'6'iduong cong clnrc tai Bi~u 5 giai thich: "fJao tao la qua, tri:nh tr.uy~n th1!l,Mip nPu{m co
h? thimg nhiing tri thuc, kY nang thea q,kly ainh cua tL'rn;gcap hoc, b(lc h9'C" va "136i c/rl!t;6:ngIdz

koat aDhg trang bi. c(lp nh(lt, nang caD kidn lhu'C, kY nang lam vi?C n.

Tu cae eaoh ti~p cftn tren, c6 th& dua fa ~Qt -quanni~tn v&.dio t9.'0,. b6i dw,ang.mlinrsau:

dao t~o la qua tdnh trang bi nhung ki~liJ:thfIC, ky' nang ngh8 Jlgbi~p thich l.:n;rpd~ D~ubi d\to/c

dao t~o co th~ dam nhftn dUQ'em9t c.ong vi~c nhiit d~nh; b6i dufmg la qua trllllhnang CCl!@1).i~lll

thuc, ky nang ngh~ nghi~p tren ca sa eua m~t ln~U,gk1&nth(re dff duqe dao 1~10.true:o.do.
Cong tac dao t~o,.bai dU'ong cua tru(),lIg ban g&m:

a. Dao t(lO, b6i duong do Truong t6 chu!c

- Cae lap hge v~ nfmg eao trinh 09 giAng d~y, qufullY·

b. Cae kh6a aao t(lO, b6i dLt:iJngdo cap tpen t6chwc

- Cae lap v~ ehuyen man nghi~p Vl).

- Cae lap dao t~o khae: ngo~i ngu, tin h9C.•.•;

2·.2. Til' vi~t t~t
- BGB: Ban Giam hi~u

- BM: Bi~u m&u

- CBGV: Can b9, giang vien.

- DT, BD: tho t~o, b6i du5'ng

- QT: Quy trinh.

- TC-HCQT: T6 ehue-Hanh ehlnh quan tft
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Quy trinh dao tao. bot duiing nha giao, can b9 quan l_y

II. LU'U DO QUY TRiNH DAO Ti;\O, BCn DU'O'NG NIL~GIAo, CAN EO QUAN LY

(Trang 3)

IV. D~C TA QUY TRINH DAO Ti;\O, EOI DUONG NHA GIAO, CAN EO QUAN LY
(Trang 4)

V. CONG Cl)1 BIEU MAUl HU'ONG DAN (PlIT) Ll)C)

STT Ten h6 so' Ma hi~u

1 KS hoach dao tao, b6i duong cua dan vi BMlQT13/TCHCQT 101

Tong hop k~ hoach dao tao, boi duong cua
2 BMlQT13/TCHCQT/02

tnrong

3 Ban xin di hoc BM/QT13/TCHCQT/03
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LtJ'U no QPY TRINH J)Ao T1).0 vi nor DunNe NJIA GIAD.,CAN DOQUAN LY
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QL~Y trinh dc/o tao, b6i duiing nha gido, can b9 quan If;

D~C TA QUY TRiNH DAO T~O, BOI DUONG NHA GIAO, CAN BO QUAN LY

BQ
BQ ph~nl

Ten
' pb~n/

Nguiri K~t qua H~n
Stt NQi dung c6ng vi~c Nguoi hoan Bi~u miul H6 so'

burrc ph6i hop d~t dU'Q'c
thuc thanh

thuc hi~n
hi~n

1 Xac dinh Cac dO'11vi trong Truong can cir van nhu Cac 00'11 P.TC- Nhu cau Theo ke BMlQT13/TCHCQTI01

nhu cftu cftu dao tao, b6i duong cua tung ca nhan v! HCQT dao tao, ho~ch

dao tao, va cua don vi d~ l~p k~ hoach d~ nghi b6i hang narn

b6i nha tnrong cho di dao tao, b6i dirong. duang

duong
2 Lap ke Can cir van nhu cau dao tao, boi duong P.TC- BGH, K~ hoach ltuk BM/QT13/TCHCQT 102

hoach cua cac dan vi va din cir VaG tinh hinh HCQT dao tao,
dao tao, thuc t~ cua Truong, phong TC-HCQT b6i

boi l~p k~ hoach dao t?Od\f ki~n duang dl,f

duang ki~n

3 BGH phS K~ ho?ch d'ao t~o, b6i duo'ng d\l"ki~n BGH P.TC- K~ ho?ch 3 ngay BMlQT13/TCHCQT 102

duy~t GUQ'cBGB duy~t. N~u kh6ng d6ng y, BCQT GaOt?o, sau khi
BGH tra v~ P.TCHCQT, n~u d6ng y, b6i trinh

BGH phS duy~t va ban hanh duang
Guqc phS
duy~t

4 DO'nxin Can elf thea k§ ho~ch dffban hanh, cac Cac ca P.TC- DO'nxin Khi cO'sa BMlQT13 ITCHCQTI03

di di10t~o c1O'nvi l\l"achQl1CBGV phil hqp cu di nhal1, HCQT oi hQc dao.t~o,

b6i ciao t:;tob6i duang, ho~c ca nhan vi~t d011 dO'nvi b6i
4



Ouy tri~h aao /av, bat auo:ng nna giao, can b6 qur!ua 1ft

I du:@ing " Kin ~dikite khi (#(f S,(~1diro t~o hoi du&ng
tuy~nsiub

I

5 Duy~t
BOH

JBGH du~~t dcrh xfn. eli 1'l.Q~,n&u kh@n:g

d~ng y, BOB tfa db'111:;dere) caMan xilll

tft 1I<!le;;nau o-6ngy", PiON ra QB eu di

.kQc

BGH C:aooln,
F.TC­

HCQT

dtfal1g
tuy6n
sinh

6 Quyet
dinh cir

di 119C

BGH ra Q-uy~tcttnh eu di }l:Qc I BGH P.TC-
HCQT

Qf) cu di
hQc

Sau kNi
phe duyet
dan xin

til hoc

T6 c_h&c Phong TCHCQ'T pilQi bop oac khoa,
thl;[c hi~n pnol'lg -sip x&p, tao di&u kien cho CBOV

fbam gia K1T@Gikhoe, chu y;
1. Quy ainh v~ thu. t1!lC cfi h9C cdc Tru&ng
trong T'lU,{lC

- f)6i vai ca.c lap nang cao trinh 09 v~

nghi~p V\!, qual1 ly co thai gian du&i 6
thang thi cac ch8 d9 quy~n iQ'i, kinh phi

trong thai g~an theo 119C do nha truemg

thanh toano
- U6i vai cae lap dao t~o, h6i du5'ng nang

caO v~ clluyen mon, nghi~p Vl,l, I1goljj.i 'ngu ,
co thai gian lir 6 thang ,-36 thang fhi

Iquy&n 1Q'i, kinh phi trong thai gian theo

7 P.TC- ' Cac don

HCQT VI

CBGV
tham gia
dao tao,

b6i

duang

Thai gisn H6 so gOlll:
theo

thong bao

tuy€n

+ BO"nxin oi hoc cua cd
nnall du~c c~p,quan If

tn,liC ti~.P d6rrg y;
sinh eua + Quy€t dinh cu: di hQc;
khoa hQc + SA y~u ly Hch (theo

mau qui dinb);

+ Gi~y kham suc khoe;

+ GHiy khai sinh;

+ Gi&y thong bao tuy~n

sinh cua da11 vi t6 chuc

dao tljj.O

+ Ok van b~ng, chun,g

chi c6 lien qual1 theo yeu
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Ouy trinh dao tao b6i duiing nha giao, can b6 quan If;,

hoc tuy thea tung truong hop cu th6 diroc du cua dan vi t6 chirc
I

ghi trong quyet dinh cir di hoc. dao tao (ban sao co cong

- Cac lop ciao tao, b6i dirong khong nam clnrng);

trong dien nhu cfrucua nha tnrong mil do + 4 8.11h4x6.

nhu d.u ca nhan thi moi kinh phi dao tao
do ca nhan tv chiu trach nhiern.

,

2. Quy dinh v~ thu tuc h9C

- Cac 16'pdo nha tnrong t6 chirc: Can cir
VaG k~ hoach va nhu cfrudao tao, b6i
duong, Truong se thong bao cu th~ v~ d6i
nrorig, thanh phan tham gia, thai gian
hoc, ch~ di) va quyen loi trong thai gian
theo hoc d€ cac Dan vi ClT can bi) va
giang vien di hoc.
- Cac 16'pdo cac dan vi ngoai TruOng t6
chil'e: D5i tUQ'ng,thanh phfin, thai gian,
dia di~m C\l th~ dUQ'cneu trong gi~y tri~u
tftp ho~c thong bao tuy~n sinh

8 Ki~m tra - P.TCHC-QT thucmg xuyen ki~m tra, P.TC- Cae dan , K§t qua Theo k§

vi~c tlwc don d6c vi~e tlwc hi~n k§ ho?ch dao t(;10, HCQT VI ki~rn tra ho?ch

hi~n cong b6i duong cua cac dan vi. dao t?O,

tac dao - Cong tac bao cao: Sau khi k~t thuc b6i

t~lO,b6i khoa hoc CB, GV duqc dao t?Oph<iibao duong

duo'nO' cao k~t qua hoc tftp, ni)p van b~ng chungb

chi cho phong TC-HCQT.
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rt, '"51 ..,.. - ~ \'" ,\

su b6i' dllJ"O'figoac CBGV trong Tnreng; c$p
nJl~tthee d5i Maotao, bSi cl:u5;ng.

F.TC­
HCQT

Dfr li.~.u Tt1Ythee H6 sa Itru trtr:

da'0 tao
cua

CBGV

tUllg loai
h6 sa

, - Yeu qiu crao tao, b6i
duang cua dan vi
- T6ng hcpk~hoach diLO
tae, b6i tuong
- Van b~ng eliuG chi san
dao tao
- Theo d5i DT, 13'D

I,

I
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Quy trinh dao 1(/0. b6i duong nha giao, can bo quem lJ!

Luu y: Luu hB SO· dao tao:

Ten hB so'
No'i hru lfinh Thiri gian Hinh

STT
tru' thirc luu tlnrc huy

1
Yeu call dao tao, b6i duong cua

TC-HCQT File 2113m Xe bo
don vi

2
T6ng h9'P k~ hoach dao tao, b6i

TC-HCQT File 2n3m Xeb6
duong

Van bang, chirng chi sau dao tao
H6 so Su6t thai

3 TC-HCQT
nhan su' gran

Ph~n I

mem Su6t thai
Kh6ng

4 Thea d5i dao tao, b6i dirong TC-HCQT huy
quan Iy glan
nhan sir
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TRlfONG CAO DANG Y TE BAl BHONG
I>o'n '\\1 o, ••••• ~•• ~••••••• '.', •• ~ ••• ,,'" .' ••••••• ~••••••• '.~, .'.

iBMfQT13ffCHCQT/O 1

CONU UOA XA HOI canNGIflAVIET NAM. -~ , - - .,' - - -... , .. . -

ElQ,cl~p - TN' dO'~ B~ndlph_ut:

KE BO~CH BA'o T~O; BC)!DUONG
(Nom /tyP;c ];0.,.... -20.; ..J

Ghi chuTen CB, GV co nhu ,du Tho'i gian d\l.'k.i~nGaOtao, bai dU'ang
diu!)t~o , bBi dd'O'ng (Tang s~ ihM gian, mac tinh th01 gian)

Noi a~lOtao,
hAi dU'Qng

NQi dung dao tao,
/b 8i du:5~ngSTT
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TRUONG CAO DANG Y TE HAl PRONG
PRONG TO CHUC - HANH CHiNH QUAN TR!

BMlQT 13/TCHCQT 102

CONG HOA xA HOI CHT) NGHiA VItT NAM
DQc I~p - Tl}' do - H~nh phuc

TONG HOP KE HOACH DAo TAO, nor DUONG. . .
(Thea [(i hoaclt ddo tao, b6i duiing thea niim 1U1C cua cdc don yi)

STT NQi dung oao tao,
b6i duong

T6ng sa CB, GV
co nhudu dao
tao, b6i dufrng

Tho'i gian du ki~n Gao tao,
b6i duo'ng (T6ng sa th<ri
gian, mac tinh thoi gian)

NO'i dao tao,
b6i dutmg Gbi chti
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Hai Phong, ngay thang ndm 20 ..
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TRVONG CAO DANGY TE HAl PHONG
:mO'NVJ: ' .

BMIQJ' 13T[CHCQ'if/{)3

CONG HOA :xA ]JOI CHU NGHiA VIET NAM.' -- '--. '.
f)qc l~ll- T\l~do - H~ilhphuc

Hai Phong, ngay fhc[:Tag nlihl~.20

DON' XXNDI HQC

Kinh giri: - Hi~u truang Tnrong Cao d~l'lgY t~Hai Phon:g~
- Truong phong T6 ehirc - Hlu1hchinh Quan trr;
- Tnrong khQalphoug/b9 men ." " .

Toi ten Ia: , ; Gi&i tinh: , , , ,. .
Ngay sinh: ; Nci sinh: ; S6BT lien lac: .
80'11 vi cong tac: ;
Toi dil tham gia cong tac tai Truong Cao d~ng Y t& Hai Ph©ng ru ngay:

..... .1 ./ .
C6ng viec dam nhiern: .
Trinh de>hien tai: ; ., , ; Nganh h9·C: .

Tei au duoc Nha tnrong d6ng y cho di thi.( xet ruyen) va ail trung t11y~n
trong ki thi tuyen sinh (06 ban gbe Giiy bao trung tuy&n va nh~p hoc d:inh
kern).

Nay toi viet dan nay kinh d€ ngh] Nha tnrong xem xet cho phep toi ffuge oi hoc tai
Truang ; Chlllyeh nganh: ; Thai gian b9C:

N~u dugc Nha trucmg chfip thu~n, tOl cam k~t hoan tbao.h. t&t cae cong vi~c. do Nha
tnrang va dan vi phan cong, hoan thanh khoa h(.}cthea cJling thai gian quy dinb va th:l!l'c
hi~n dung cae nghla Vl) sau dao t<;Lo.!.

y ki~n Clla Tru'ong dO'n vi Nguiri lam doon

y ki~n Clla Phong TCHCQT H·" tr ?r~u, U'O'ug
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